1.

Approved For Release 3996;05/24 CIA{RDP70-0021 1'R000960060046-5

- -

Chief, ‘anogerent ~taff : 25 February 1957
Uhief, -ecords “anagement w

Weekly “eport - “eek Ending 20 February 1957

Contributions

2, 'fzmgt_ ble

(1) Heviewed 19 recuisitions for filing equipment which resulted
in the eancellation of twe, eliminating 37 pieces of equip-
ment vhich would have cost 92,200,

(2) Thirty-eight pieces of filing equipment will be returned to
stock as a result of destroying some records and the transferring
of others from the Acquisition Iranch of the Idbrary, In
addition, tines rooms inDWing,( 1,080 square feet of spaca)
will be made available for the Library to move one of ita‘
sections now in Riverside Stadiun, This will result in
additional space being made avuilable for expanaion space
tadly needed in iiverside stasium,

The igency Subject Yumesle Filing System has been installed
in five Admi-istrative Umits of the Special fegister, OCR,
Mis will permit records ¢ be filed more promptly, to be
found sasier, and expedite the transfer of inactive records
to the isecords Center,

(4) OUne Hundred eighty-eight cubiec feet of records were destroyed
or transferred out of the Reeerds Center

b, Intangible

(1} Aasisted the Medical Office in retiring 19 boxes of inmactive
medical records to the Regoris Center,

Tn enllaboration with OC1 and 00 a standard information report
format has been agrsed to, This is basically the same as the
previously standardized CS Heport format. The next step will be
to develop ome standard format for the entire Agency.
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2, 4Assijmments {Active)

2. Installation of ‘yency Filing Jystem ztarted in 057,

be Collaborated with tlographie Register, CCi, in processing requisitions
ggicmim of files from gemventional f£iling ejuipmont to shelf
ng. '

Ce Hecords JHaposition Prosran in OCR €2 per cent complated

ds  Jecoris Jigpositlon ‘roject, Caile Mtariat, 80 per cent complete,

6s ‘eview of “ecords Uontrol Sehedule, Audit Staff, 60 per cent cvmplete, -
f. Sixteen new ani revised forms in proocess.

Be Joview of ‘ecords Jisposition Schedule, Office of Usneral Counsel, '
rezults in transfer of additirmal records *o the Center,
.

30 Me‘lm k
Area Aecords Ufficer, Off¥ce of Persomel has requested a review of thelr

25X1 *+  records disposition schedule be initiated in iay of thid vear,

[elivered a talk on Ageney 7iling and Correspondence
‘ractices to the idministrative Iracedurer Course conducted by OTR.

neference service on inmetive records at the Lenter has be abnormally
high for the pa:t two weeks,

25X1
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